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Canadian  Institute  for  Historical  Microreproductions  /  Institut  Canadian  de  microreproductions  historiques 
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Technical  and  Bibliographic  Notas/Notas  techn 


The  Institute  has  attempted  to  obtain  the  best 
oriqinal  copy  available  for  filming.  Features  of  this 
copy  which  may  be  bibliographically  unique, 
which  may  alter  any  of  the  images  in  the 
reproduction,  or  which  may  significantly  change 
the  usual  method  of  filming,  are  checked  belnw. 
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Coloured  covers/ 
Couverture  de  couleur 


f~~j    Covers  damaged/ 


Couverture  endommagte 

□    Covers  restored  and/cr  laminated/ 
Couverture  restaurAe  et/ou  peiiiculie 

□    Cover  title  missing/ 
Le  titre  de  couverture  manque 

□    Coloured  maps/ 
Cartes  gAosraphiques  en  couleur 

□    Coloured  ink  (i.e.  other  than  blue  or  black)/ 
Encre  de  couleur  ii.e.  autre  que  bleue  ou  noire) 

□    Coloured  plates  and/or  illustrations/ 
Planches  et/ou  illustrations  en  couleur 

□    Bound  with  other  material/ 
Reli*  avec  d'autres  documents 


n 


D 


D 


Tight  binding  may  cause  shadows  or  distortion 
along  interior  margin/ 

La  re  liure  serr*»»  peut  causer  de  I'ombre  ou  de  la 
distorsjon  !•  long  de  la  marge  intirieure 

Blank  leaves  added  during  restoration  may 
appeer  within  the  text.  Whenever  possible,  these 
have  been  omitted  from  filming/ 
II  se  peut  que  certaines  pages  blanches  ajouties 
lore  dune  restauration  apparaissent  dans  le  texte. 
mais,  lorsque  cela  itait  possible,  ces  pages  n'ont 
pas  iti  filmAes. 

Additional  comments:/ 
Commentaires  suppi^mentaires- 
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This  item  is  filmed  at  the  reduction  ratio  checked  below/ 
Ce  document  est  film«  au  taux  de  reduction  indiqu«  ci-dessous. 
^OX  14X  18X  22X 
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L'Institut  a  microfilm^  la  maiilaur  axamplaire 
qu'il  lui  a  «t«  possible  da  sa  procurar.  Las  details 
da  cat  axemplaira  qui  sont  paut-«tra  uniquas  du 
point  da  vua  bibliographiqua.  qui  pauvant  modifier 
una  imaga  raproduita,  ou  qui  pauvent  axigar  una 
modification  dans  la  m«thoda  normala  da  filmaga 
sont  indiquAs  ci-rjassous. 
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□    Colourad  pagas/ 
Pagaa  da  coulaur 

□    Pagas  damagad/ 
Pagas  andommagias 

□    Pagas  rastorad  and/or  laminatad/ 
Pagas  rastaur^as  at/ou  palliculias 

0    Pagas  discoloured,  stained  or  foxed/ 
Pages  dicolories.  tacheties  ou  piqudes 

□    Pagas  detached/ 
Pagas  d^tach^es 

ry\    Showthrough/ 
u^    Transparence 

□    Quality  of  print  varies/ 
Quality  in^gala  de  I'impression 

□    Includes  supplementary  material/ 
Comprend  du  materiel  supplamentaire 

□    Only  edition  available/ 
Seule  Mition  disponible 


□    Pages  wholly  or  partially  obscured  by  errata 
slips,  tissues,  etc.,  have  been  ref limed  to 
ensure  the  best  possible  image/ 
Les  pagas  totalament  ou  partieilament 
obscurcies  par  un  feuillet  d'errata,  una  pelure, 
etc.,  ont  iti  film^es  d  nouveau  de  fa^on  i 
obtanir  la  meilleure  image  possible. 
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The  copy  filmed  here  hes  been  reproduced  thanks 
to  the  generosity  off: 

Dougiias  Library 
Queen's  University 


L'ei 
gAn 


The  images  appearing  here  are  the  best  quality 
possible  considering  the  condition  and  legibility 
off  tho  original  copy  and  in  keeping  with  the 
ffilming  contract  speciffications. 


Original  copies  in  printed  paper  covers  are  filmed 
beginning  with  the  front  cover  and  ending  on 
the  last  page  with  a  printed  or  illustrated  impres- 
sion, or  the  back  cover  when  appropriate.  All 
other  original  copies  are  filmed  beginning  on  the 
first  page  with  a  printed  or  Illustrated  impres- 
sion, and  ending  on  the  last  page  with  a  printed 
or  illustrated  impression. 


The  last  recorded  fframe  on  each  microffiche 
shall  contain  the  symbol  -^  (meaning  "CON- 
TINUED'),  or  the  symbol  V  (meaning  "END"), 
whichever  applies. 

Maps,  plates,  charts,  etc.,  may  be  filmed  at 
different  reduction  ratios.  Those  too  large  to  be 
entirely  included  in  one  exposure  are  filmed 
beginning  in  the  upper  left  h«nd  corner,  left  to 
right  and  top  to  bottom,  as  many  frames  as 
required.  The  following  diagrams  illustrate  the 
method: 


Les 
plui 
del 
con 
film 

Les 

papi 

par 

derr 

d'im 

plat 

orig 

prer 

d'im 

lad« 

emp 

Unc 
dern 
cas: 
syml 

Les  I 
ffiimi 
Lorsi 
repn 
del'i 
etd( 
d'imi 
illusi 


1  2  3 


1 

2 

4 

5 

iced  thanks 


t  quality 

leflibfiity 

hthe 


are  filmed 
ling  on 
id  impres- 
ite.  All 
ng  on  the 
mpres- 
a  printed 


iche 
"CON- 
END"), 


d  at 

ge  to  be 
med 
left  to 
8  as 
itrs  the 


L'exemplaire  film*  fut  reproduit  grAce  A  la 
gAnArosit*  de: 

1^         Douglas  Library 

Queen's  University 

Las  images  suivantas  ont  «t«  reproduces  avec  ie 
plus  grand  soin,  compte  tenu  de  la  condition  at 
de  la  nettet*  de  l'exemplaire  film«,  et  en 
conformity  avec  les  conditions  du  contrat  de 
fllmage. 

Les  exemplaires  originaux  dont  la  couverture  en 
papier  est  imprimAe  sont  filmte  en  commengant 
par  ie  premier  plat  et  en  teiminant  soit  par  la 
dernlAre  page  qui  comporte  une  empreinte 
d'impression  ou  d'illustration,  soit  par  Ie  second 
plat,  salon  Ie  cas.  Tous  les  autres  exemplaires 
originaux  sont  filmAs  en  commen^ant  par  la 
premiere  page  qui  comporte  une  empreinte 
d'impression  ou  d  illustration  et  en  terminant  par 
la  dernlAre  page  qui  comporte  une  telle 
empreinte. 

Un  des  symboles  suivants  apparattra  sur  In 
dernidre  image  de  cheque  microfiche,  selon  Ie 
cas:  Ie  symbols  — ►  signifie  "A  SUIVRE  ",  Ie 
symbols  V  signifie  "FIN". 

Les  cartes,  planches,  tableaux,  etc.,  peuvent  dtre 
fiimAs  d  des  taux  de  reduction  diffArents. 
Lorsque  ie  document  est  trop  grand  pour  dtre 
reproduit  en  un  seul  clichA.  il  est  filmA  d  partir 
de  I'angle  supArieur  gauche,  de  gauche  d  droite, 
et  de  haut  en  bas,  en  prenant  Ie  nombre 
d'images  nAcessaire.  Les  diagrammes  suivants  « 
illustrent  la  mAthode. 
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Factory  Regulations. 


No  Smoking  allowed  on  the  premises 


5th  and  20th  of  each  month. 
PAY  DAY  When  these  dates  fall  on  Sunday 

or  a  Holiday,  Employees  will  be 
paid  the  following  day.  Any  Employee  wishing  to 
leave  and  obtain  pay  before  the  regular  pay  days  must 
give  Foreman  one  week's  notice,  to  permit  piece-work 
accounts  to  be  checked  and  passed  by  the  office  for 
payment. 


(Saturday   5   p#^ 


^         7  a.  m.  to  6  p.  m. 
WORKING  m. 

HOURS  Whistle  will  blow  at  6:45—6:55  a. 

m — 12.55  pm 
Starting  Whistle  7  a.m.  — i  p.m. 
;  Closing  Whistle  12  noon— 6  p.m.      (Saturday  5  p.  m.) 
The  Time  System  is  regulated   Daily  from  McGill 
.University,  Montreal.    Whistle  furnishes  exact  Stan- 
;  daid  Time    Every  Employee  is  required  to  be  ready  to 
start  7vork promptly  when  Starting  Whistle  blows  and 
^continue  at  work  till  Closing  Whistle  blo^js. 


">% 


■i- 


i- 


Each  Employee  is  expected  to  work  faithfully  dur- 
ing the  hours  of  service,  making  no  preparation  to 
^wash  up  or  leave  his  work  until  the  closing  whistle  has 
i  blown.  Employees  violating  this  rule  will  be  charged 
1  one  hour's  time  for  each  infraction  Motive  power  and 
[full  equipment  of  machinery  and  tools  sufficient  for  all 
[to  do  a  full  day's  work  being  provided,  all   Employees, 


•« 


*  QetvMir  happiueas  out  of  your  work  or  you  will 
never  know  what  happiness  is." 


working  either  day  work  or  piece  work,  are  required  to 
operate  the  equipment  to  hours  daily.  (Saturday  9 
hours.)  A  loss  often  minutes  daily  by  500  men  results 
in  a  yearly  loss  of  over  $10,000.00  to  the  Company. 


Every  Employee  will  be  furnished 
TIME  with  a    tiniQ,  check.      Each    Em- 

CHECKS  ployee     will     deposit     his     check 

in  the  check  bo.x  before  starting 
whistle  blows,  and  all  checks  must  be  removed  from 
the  cupboard  before  12:10  and  6:10. 

Any  Employee  neglecting  to  deposit  his  check,  or 
whose  check  is  not  in  the  cupboard,  must  report  same 
to  Foreman  at  once  or  no  time  will  be  allowed.  This 
applies  to  both  day  and  piece  hands. 


:..-# 


Employees  must  not  handle  oiiy.-ot1i^,  check   than 


their  own. 

LATE 
CHECKS 


Late  comers  will   deposit  check  as 
usual  and  report  to  Foreman. 


When  an  Employee  leaves  the  works  before  the 
closing  whistle  at  noon  or  night,  he  must  obtain  a  pass 
from  his  Foreman  and  deposit  same  in  check  box. 


LOST 
CHECKS 


Five     cents    will    be   charged   for 
checks  to  replace  ones  lost. 


ABSENCE 
FROM  WORK 


Leave  of  absence  must  be  obtained 
from     Foreman    or  notice  sent  to 
Foreman  if  unavoidably  detained, 
otherwise  check  will  be  removed  from   board  and  ab- 
sentee's place  filled , 
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'•Save  the  golden  hours  that  go  to  the  »erap  heap 
of  thinge  done  wrong." 


^  ^1; 


No  Employee  will  be  allowed  in 
Departments  other  than  the  one  in 
which  he  is  employed,  unless  sent 
by  his  Foreman  on  business.  Fore- 
men have  strict  instructions  to  enforce  this  rule. 


ABSENCE 

FROM 

DEPARTMENT 


Receptacles  have  been  provided  for 
WASTE  dirty  cotton  waste  and   refuse,  and 

Musi  be  used  to  avoid  risk  of  fire. 
Any  Employee  throwing  waste  on  floor,  or  elsewhere 
ihan  in  waste  cans,  will  be  discharged. 


! 


Tools  will  be  furnished  to  Em- 
TOOL8  ployees  from  Tool  Stock  Room,   on 

Foreman's  order  only,  and  will  be 
charged  to  each  Employee  until  returned.  When 
leaving  the  Company's  employ,  all  workmen  will  be 
required  to  get  a  Tool  Room  Receipt .  before  pay  4m> 
bemadeul.-   '■''-^^''*i-"^>'^y  X.^ 


WAATE  OF 
MATERIALS 


Employees      needlessly      breaking 
windows,    tools,     or  causing    any 
other    waste  of  material    will    be 
charged  the  full  cost  of  replacing 
same,  and  under  no  circumstances  may  material  be- 
longing to  the  Company  be  removed  from  the  premises 
without  an  order  from  Foreman. 


SPOILED  The    value    of  material  and  time 

WORK  lost  as   a   result  of  careless  work- 

manship,     after     proper     instruc> 
tion,  will  be  charged  to  Employee  causing  same. 


GENERAL 
ORDER  AND 
CLEANLINESS 


Each  Employee  is  expected  to  keep 
his  bench,  tool  box  or  cupboard 
tidy  and  clean. 


*It  is  what  we  THINK  and  what  we  DO  that 
makes  us  what  we  A  HE." 


The  elcvaton  are  for  handling 
ELEVATORS         material     only.      Unless     having 

a  heavy  load,  necessitating  the 
use  of  the  elevator,  «//  Employees  must  use  the 
stairs. 


LAVATORIES 


Each  Employee  must  use  the 
Lavatory  provided  on  the  floor 
on  which  he  is  employed. 


Fire    pails,    hose,    and    all    other 
fire  appliances  must  on  no  account 
whatever  be  removed  from  place  or 
used  for  any  other  purposes 


FIRE 
APPARATUS 


INTEM-  Any  Employee  indulging  in  use  of 

FINANCE  intoxicating  liquor  during  working 

hours  or  bringing  same  t#  the  pre- 
mises will  be  discharged.  ^ 


AUTHORITY         Foremen  have  charge  of  all  persons 
OF  FOREMAN      employed,   and   the  work  done  in 
their    respective    departments,   and 
will  be  held  responsible  for  enforcing  these  rules. 
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'Save  the  precious  secmids  t7.at  are  wasted  in 
idlenesa  and  indeciaion." 


System  and  reasonable  rules  are  absolutely  necessary 
to  the  attainment  of  the  best  results  with  the  least  con- 
sumption of  time  and  the  greatest  economy  and  effi- 
ciency. 
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Where  disorder  and  irregularity  are  predominant, 
that  which  is  accomplished  is  effected  with  constant 
difficulties  and  annoyances.  Just  rules  and  regulations 
are  essential  in  any  enterprise,  and  the  instructions  as 
appended  have  been  drawn  up  for  the  benefit  of  both 
the  Company  and  Employees,  and  all  are  .  earnestly 
requested  to  co-operate  to  the  end  that  friction  of  any 
kind  may  be  avoided. 

The  Company  upon  granting  a  workman  employ- 
ment, agrees,  on  its  part,  to  pay  him  such  wages  as 
may  be  arranged  between  himself  and  the  Superinten- 
dent,  promptly  on  the  regular  pay  day  ;  to  res|^ 
him  as  a*  individual,  listening  and  remedying^? 
consistent,^ny  grievances  (should  there  be  any)  which 
he  may  make  known. 

The  workman,  on  his  part,  in  accepting  employment 
of  the  Frost  &  Wood  Co  ,  Limited,  agrees  to  faithfully 
perform  the  services  he  may  be  appointed  to  do,  and 
at  all  times  to  do  his  best  to  promote  the  interests  of 
the  Company. 

THE  FROST  €r  WOOD  CO.,  Limited. 
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"Save  the  nimleaa  mominoti   and  reatlena  after- 
noons that    ooneuvne    themnelveg  in  wandering, 
ivanderinn,  wasteful  doubt." 


Avoid  cliques,  and  do  not  gossip  nor  listen  to  gossip 
about  your  fellow  workmen. 

Do  not  join  the  Knockers'  Klub  ;  and  avoid  all    feU 
owship  with  the  folks  who  are  trying  to  wear   the  face 
off  the  clock. 

Enthusiasm  h  a  lubricant  that  makes  the  wheels  of 
^rade  go  round  ;  a  grouch  is  sand  in  the  bearings. 
Knthusiasm,  like  Factory  Melancholy,  is  catching. 


i,. 


le  habit  of  getting  eve^V^hing  packed  ,And  ready 
for  a  quick  scoot  when  the  whistle  blows  doeS  not  mean 
for  you  a  raise.  Work  as  if  you  owned  the  place — and 
perhaps  you  may. 

Never  carry  matches  loose  in  your  pocket — have  a 
metal  match  box. 
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